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Introduction to the Supplier Portal 
What is the Supplier Portal? 
The ToH Supplier Portal is a secure, web-based workspace that provides our vendors with full 

visibility to ToH transactions. 

The Supplier Portal plays a key role in ToHôs Oracle ERP transformation, as this tool helps 

improve communication with our suppliers by automating and streamlining the source-to settle 

process. 

Navigating the Supplier portal 
Logging in 
You will receive a Supplier Portal invitation with a custom link to create a password and log in 

hƴŎŜ ȅƻǳǊ ǇŀǎǎǿƻǊŘ Ƙŀǎ ōŜŜƴ ǎŜǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άhǊŀŎƭŜ Cǳǎƛƻƴ tǊƻŘέ ƛŎƻƴ ǘƻ ǊŜŀŎƘ ǘƘŜ {ǳǇǇƭƛŜǊ 

Portal home page. 
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Now login using your Hempstead Supply Portal ID and newly created 
password 
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Homepage Navigation 
On the home page, click on the Supplier Portal icon to open the άhǾŜǊǾƛŜǿέ ǇŀƎŜΦ 

Notifications 
At the top right corner of the home page, a bell icon will display your pending notifications. This 

includes new purchase orders pending acknowledgement as well as invitations to a negotiation. 

Note: Clicking on the notification brings you to the PO or Negotiation in question 
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Overview Menu 
¢ƘŜ ƻǾŜǊǾƛŜǿ ǇŀƎŜ ǇǊƻǾƛŘŜǎ ŀ ǎƴŀǇǎƘƻǘ ƛƴǘƻ ¢ƻIΩǎ Ƴƻǎǘ ǊŜŎŜƴǘ ǘǊŀƴǎŀŎǘƛƻƴǎ ŀǎ ǿŜƭƭ ŀǎ ŀƴȅǘƘƛƴƎ 

requiring attention. 
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Task Menu 
A list of all Supplier Portal options for Orders, 

Agreements, Shipments, Consigned Inventory, Invoices 

and Payments, Negotiations, Qualifications, and 

Company Profile. 
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Manage Orders 
Headers Tab 
Search for any Purchase Order 

Results 
Contains the header detail of our purchase orders. The header contains the PO issued date and 

the total $ amount ordered. The item level detail, quantity, and ship-to locations can be found 

ƛƴ ά{ŎƘŜŘǳƭŜǎέΦ 
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Schedules Tab 
Search for any Purchase Order 

 

Results 
! ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ ά{ŎƘŜŘǳƭŜέ Ŏƻƴǘŀƛƴǎ ǘƘŜ ǉǳŀƴǘƛǘȅΣ ǎƘƛǇ-to location, and promised ship date. 

An order with a ship date in the past is highlighted with an alert. Schedules must be kept up to 

date.  

Indicates a 

promise ship 

date is past due 
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Purchase Orders (PO) 
PO Notification 
When a ToH purchase order is issued, you will receive an email notification with a PDF 

attachment 
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If an acknowledgment is required, the email subject will ƛƴŎƭǳŘŜ άwŜǉǳƛǊŜǎ !ŎƪƴƻǿƭŜŘƎƳŜƴǘέΦ A 

notification alert will also be displayed at the top of Supplier Portal to note an action is required. 
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²ƘŜƴ ŀ άwŜǾƛǎŜŘέ th ƛǎ ǊŜŎŜƛǾŜŘΣ ǘƘŜ ŜƳŀƛƭ ǎǳōƧŜŎǘ ǿƛƭƭ ƛƴŎƭǳŘŜ ǘƘŜ άwŜǾƛǎƛƻƴ Іέ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

Acknowledge a PO 
Some ToH POs will require a supplier acknowledgment within the Portal. The PO will not be 

ŎƻƴǎƛŘŜǊŜŘ άƻǇŜƴέ ǳƴǘƛƭ ǘƘŜ {ǳǇǇƭƛŜǊ ŎƻƳǇƭŜǘŜǎ ǘƘŜ ŀŎƪƴƻǿƭŜŘƎƳŜƴǘ ǇǊƻŎŜǎǎΦ LŦ ŀ th ǊŜǉǳƛǊŜǎ 

ŀŎƪƴƻǿƭŜŘƎƳŜƴǘΣ ǘƘŜ ŜƳŀƛƭ ǎǳōƧŜŎǘ ǿƛƭƭ ƴƻǘŜ άwŜǉǳƛǊŜǎ !ŎƪƴƻǿƭŜŘƎŜƳŜƴǘέΦ ¸ƻǳ Ŏŀƴ 

acknowledge the PO from the link in the email or log into the supplier. 



13 
 

Review PO Details 
Open the attachment in the email to view a PDF of the purchase order. Additionally, on the 

άhǊŘŜǊǎέ ƻǾŜǊǾƛŜǿ ǘŀō ƛƴ ǘƘŜ {ǳǇǇƭƛŜǊ tƻǊǘŀƭΣ ŀƭƭ ǊŜŎŜƴǘ thΩǎ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ǳƴŘŜǊ άhǇŜƴŜŘέΦ ¸ƻǳ 

will have the option of viewing a PDF, opening the order for acknowledgment, as well as 

updating the order with a confirmed promised ship date. 
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View Invoices 
To search for all submitted invoices, on 
ǘƘŜ ¢ŀǎƪ aŜƴǳΣ ǎŜƭŜŎǘ ά±ƛŜǿ LƴǾƻƛŎŜǎέ 

{ŜƭŜŎǘ ȅƻǳǊ ά{ǳǇǇƭƛŜǊέ ƴŀƳŜ ŀƴŘ Ƙƛǘ ǎŜŀǊŎƘΦ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ŦƛŜƭŘǎ ǘƻ ƴŀǊǊƻǿ ȅƻǳǊ ǎŜŀǊŎƘ ŀǎ 

well as create custom searches. You can see the Invoice Status, as well as a Payment Number to 

confirm that a payment has been made against your invoice. Please note that all of these 

columns can be sorted. 








